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General Information About This Manual

This manual is designed to provide State employees with an overview of the eSTART Time and
Attendance System. This manual provides basic procedures; however, you may need to seek
clarification on specific agency procedures or rules from your agency personnel manager or
supervisor.

Nothing in this handbook should be construed to amend any laws, regulations, policies or
procedures established by the State of Alabama or specifically the Alabama State Personnel
Department.

Certain procedures contained within this manual are subject to change or revision without prior
notice. Employees will be notified as soon as possible when changes or revisions occur.

All leave accruals and usages in eSTART are estimates and/or projections that are based on the
concept that all employees earn leave and have leave to use. These estimates and projections may
not be accurate.
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Core Leave Concepts

Importance

Purpose

It is important that the State of Alabama’s leave policy rules are consistently and accurately administered.
To make this happen, employees’ paid and unpaid leave should be managed in an efficient and timely
manner. The Leave application supports the ability to perform leave administration tasks.

eSTART Leave:
¢ Automates the process of administering leave policies.

e Assists the State of Alabama in achieving compliance with required federal and state mandates.
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The Leave Process

Purpose

The Leave process automates the administering and tracking of paid and unpaid leave policies.
Administrators can easily track both continuous and intermittent leave. In addition to centralizing
administration of leave policies throughout the State of Alabama, employees benefit from the consistent
application of leave policies to individual leave cases.

The following illustration shows the high-level process for administering leave cases.

. Leave Administrator
Employee initiates
_| opens a leave case _ Is employee
arequest for > ‘ > B
¥ and checks eligible?
leave P
eligibility.
Yes No
v
Reject request
Send leave ) 9
for leave and
documents
close case

v

Assign leave
policy rules

v

Allocate leave
takings

v

Manager adds
takings to the
timecard or
schedule**

v

Timecard data is
processed

*A Manager can also initiate a leave
request on behalf of the employee.

**The Manager may commit leave to
the timecard. An employee may submit
a time off request for an open and
approved case.
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Roles and Responsibilities

Purpose

Each employee and manager has responsibilities that are important in the leave process. Each person’s
role determines his or her responsibilities, and the tasks that he or she performs in the application.

Common Employee Tasks

On an as-needed basis, employees perform the following tasks:
e Submit new leave case requests.
e Request time off for an open and approved leave case.
e Provide required leave documentation.

e Submit requests for additional leave, as needed.

Common Manager Tasks

On an as-needed basis, department managers perform the following tasks:
¢ Monitor leave events through leave views.
e Enter hours for employees’ leave cases.
e Submit a leave case for an employee.

e Run leave reports

Common Leave Administrator Tasks

On an as-needed basis, typical Leave Administrator tasks include:
¢ Determine eligibility and open leave cases.

e Administer open leave cases, including documentation.
o Enter hours for employees’ continuous leave cases.

¢ Run leave reports.
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Log On and Workspaces

Purpose

The eSTART log on page provides access to all the features of the eSTART application where you perform
your administrator tasks.

Log on to the application.

eSTART - Train
State of Alabama

®
Workforce Central versionsos

User Name

Password

Workspaces

The default workspace for an agency administrator or timekeeper will be the Agency Admin workspace.
This view will display up to 5,000 employees. If your agency has more than 5,000 employees,
HyperFinds may be created to retrieve a more manageable number of employees.

l A Leave Admin Workspace ™
-

My Views ‘ﬁie‘l
Reconcile Timecard View = Loaded 1213PM | yesterday ~ || 552 | | AL-All Home and Transfer_ | = P
x i+ - 8- Ea- Y- | - o =
E %
SelectAll  Column Filter Feoplz  Timekeeping Accrusle  Approval  Schedule Refrean Share
Rowe Selection
Name «  Unexcused Missed Early In Late In Early Out Late Out Long Break Shart Break Unsched  Holiday.  TotalsUp =
Absence Punch Hours To Date

An agency administrator or timekeeper may also be a Leave Administrator. The default workspace for a
dual role administrator will be the Agency Leave Admin workspace, which allows access to the Leave
widgets. There is also a Leave Workspaces on the Workspaces carousel.

=

Hy T o)
Recencile Timecard View « Loaded 8:439AM | Current Pay Period = || 552 | |AL-All Home and Transfer. = o
. - e - = - - - -

Ex i V& O ome v o =

SelectAll  Calumn Filter Pecple  Timekeeping Accrusle  Approvel  Scnecule Refrean Snare

Rowe Selection

Name - Unexcused Missed Early In Late In Early Out Late Out Long Break Short Break Unsched Holiday. Totals Up -
Absence Punch Hours To Date
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Managing Leave

Exploring Leave Tools in eSTART

Purpose

The navigator is your starting point for creating and maintaining your employees’ time and leave information.
There are three key tools available to assist you in performing common leave tasks, such as opening a new
leave case, entering your employees’ leave takings, and monitoring leave cases.

Key Leave Tools

A Agency Leave Admin
=

My Views o= . -
*
Reconcile Timecard View = Losded 1ZZ1PM | Current Pay Period - AL-All Home and Transfer | = ~ qj;
Employee Hours View
. ~
. o m- v o >
Timekeeping Acorusla  Approvs Seneaule Refresn Snare
Leave Hours View Audits
On Premises View d Early In Late In Early Out Late Qut Long Break Short Break Unsched Holida... =
: . 1 Hours

Pay Period Close View i

Y v Exceptions
All WTK Exceptions
Admin10, AbbyA Group Edit Results
AdminZ, AbbyA
- v Manage My Requests
Admin3, AbbyA
Admind, AbbyA b
Admins, AbbyA |:| People Editor
Adminé, AbbyA
AdminT, AbbyA TraiT
Adming, AbbyA E Reports Manager l
Adming, AbbyA
Exempt], Edwa... Schedule Editor
Exempt10, Edw.. Setup
Exempt100, Ed
Exempt101, E.. [__] remporary pelegation
Exempt105, Ed... Timecards
Exempt106, Ed

- Work and Absence
Exernt1N7 Ed Summary
Z3n Lo

NOTE: The view above is the default view for an Agency/Leave Administrator.

Navigator area  Description

Manage Leave

Use the Manage Leave to review incoming leave messages and process leave requests.

My Inbox Use My Inbox to view messages pertaining to Leave Cases. If an administrator uses an
Agency email account, the message will be received in there as well.
My Views Access the My Views workspace in eSTART to view Leave Views such as Leave Hours

View and Leave Cases View. You can also use this workspace to access employee
timecards for purposes of entering leave time for employees.

Reports Manager

Access the Reports Manager workspace in eSTART to run and view leave reports, such as
the Leave Hours Detail and Leave Hours Summary reports.
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Accessing Leave Views
Purpose
eSTART includes the following leave views:
e Leave Cases View
e Leave Hours View

You can use either of these views as a starting point for viewing and monitoring employee leave cases.

Example
You want to access the Leave Views.

1 Both Leave widgets are available =
from the My Views drop-down, My Views
Reconcile Timecard View -
Employee Information View
Leave Cases View ~
Leave Hours View !
On Premises View
Pay Period Close View i
Search Genie !
) W
All WTK Exceptions
2 Select Leave Hours View. - — o ;
lesveHowsVien> . Loaded %5 AM | Current Pey Period w |5 ALAI Home and Transfer_ | w
i+ o>
Name: Leawe End Committed Committed Last Date/ Last Date/ Towl Total
Date Paid Leave. Unpaid Committed (Committed Paid Leave Unpaid Leave
Time: Leave Time Paid Leave Unpaid Takings Takings
Time Leave Time:
3 Select Next Pay Period selected
in the Time Period drop-down. Mext Pay Period = | | =22 | | AL-All Home and Transfer.. | =
Select AL-All Home and
Transferred-In from the Show
drop-down.
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Using the Tools in Leave Views

The Go To menu is located at the top right of the view, which allows you to quickly access editors and tools
that display information specific to one or more employees. For example, select an employee and click the
Go To>Timecards link to access the timecard for purposes of adding leave time; or select multiple
employees and click Go To>Reports Manager to generate a report for only those selected employees.
The Leave Case Editor is available from this menu to open a new case, or the Leave Case List is available
when selecting and editing an existing case.

NOTE: This tool is common to both the Leave Hours View and the Leave Cases View.
N\
o 2 =

Refresn Share GoTo

* Go to widget

Timecards
People Editor

Schedule Editor

Manage My Bequests
Reports Manager
Leave Case Editor ]

Leave Case List

Tip

e Use the Ctrl key to select more than one employee not listed next to each other.

e Use the Shift key to select all employees listed between two employees, including the two
employees.

e Click and drag the mouse to select employees.

e Choose Actions>Select All to select all employees.

The Show drop-down allows you select and display a specific group of employees. The default setting for
the Show field when you log on is All Home and Transferred In, which displays all employees that report
to you. You can use the Show field to further refine your selection.

The Time Period field allows you define the desired timeframe. The default setting for the Time Period field
is Current Pay Period. You can select a predefined date period option, such as Previous Pay Period or,
you can define a specific date or range of dates.

Leave Hours View = Loaded 10:00AM [ Mext Pay Period || 552 | | AL-All Home and Transfer.. | =
Ex di# V | o o >
Select A Column Filter Timekeeping  Schedule Refreah Share
Rows Selection
Name - Leave Leave Leave Start Leave End Committed Committed Last Date/ Last Date/ Total Total
Case Case Date Date Paid Leave Unpaid Committed Committed Paid Leave Unpaid Leave
Status Code Time Leave Time Paid Leave Unpaid Takings Takings
Time Leave Time
Exempt], EdwardA
Managerl, JuniorA
Newbyl, NeilA
Punch1, PennyA Open SLFILL 12/01/2015 12/11/2015 40:00 40:00 | 12/11/2015 12/11/2015 40:00 40:00
Stampl, SandyA Open FPARNT 10/01/2015 800 8:00 | 12/01/2015 12/01/2015 8:00 B:00
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Exploring the Leave Hours View

Purpose

The Leave Hours View is especially useful for viewing total leave hours. It also provides other
information about each leave case in eSTART, including:

e Leave Case Status

e Last date of committed paid and unpaid leave time

e Leave end date (if one is provided)

This screen is used for reviewing leave cases, but may also be used to link to the Leave Case Editor.

Key Information in the Leave Hours View

Leave Hours View = Loaded 10:00AM | Next Pay Period || 552 | | AL-All Home and Transfer.. | =
Ex di# V | o o >
Select A Column Filter Timekeeping  Schedule Refreah Share
Rows Selection
Name - Leave Leave Leave Start Leave End Committed Committed Last Date/ Last Date/ Total Total
Case Case Date Date Paid Leave Unpaid Committed Committed Paid Leave Unpaid Leave
Status Code Time Leave Time Paid Leave Unpaid Takings Takings
Time Leave Time
Exempt], EdwardA
Managerl, JuniorA
Newbyl, NeilA
Punch1, PennyA Open SLFILL 12/01/2015 12/11/2015 40:00 40:00 | 12/11/2015 12/11/2015 40:00 40:00
Stampl, SandyA Open FPARNT 10/01/2015 800 8:00 | 12/01/2015 12/01/2015 8:00 B:00

Column Description

Leave Case Status

Indicates the status of the leave case for the specified time period. Statuses may
include: Open, Closed, Submitted, or Retracted.

Leave Case Code

Type of leave, such as Self or Family.

Leave Start Date

This is the first day that the employee goes on leave of absence.

Leave End Date

This is the employee’s expected return date.

Committed Paid/ Unpaid
Leave Time

The Committed Paid Leave Time and Committed Unpaid Leave Time columns show
the amount of paid and unpaid time that has been committed to the schedule or
timecard in the selected time period.

Last Date/Committed
Paid/Unpaid Leave Time

The Last Date/Committed Paid Leave Time and Last Date/Committed Unpaid Leave
Time columns show the date of the last committed paid and unpaid amounts.

Total Paid/Unpaid Leave
Time

The Total Paid Leave Takings and Total Unpaid Leave Takings columns show the
total amount of paid and unpaid leave that an employee has taken.
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Exercise

You want to know when employee Penny Punch will return from maternity leave and how much leave time
has been committed to Sandy Stamp’s timecard.

1 Note: Data may be sorted by

. . Leave Hours View = Loaded 10:

clicking on a column header.

Click again to sort descending. Ex Ji#- Y @ o8

Select All Column Filter Timekeeping  Scheaule
Rows Selection
A down arrow displays the sort as Name - Leave Leave Leave Start Leave End Committed Committed
. Case Case Date Date Paid Leave Unpaid

descending; an up arrow shows Stas  Code Time Leave Time

the sort as ascending.

Exemptl, EdwardA

Manager], JuniorA

Newby1, NeilA
Punchl, PennyA Open SLFILL 12/01/2015 12n1205 40:00 40:00
Stamp], SandyA Open FPARNT 10/01/2015 8:.00 8:00
2 Find Penny Punch and view her
Name - Leave Leave Leave Start Leave End
Leave End Date column. . B . .
Status Code

Exemptl, EdwardA
Managerl, JuniorA

Mewbyl, Neila

Punchl, PennyA Open SLFILL 12/01/2015 121172015

Stampl, SandyA Open FPARNT 10/01/2015
3 Find Se_mdy Sta.mp and VI(.EW her Name - Leave Leave Leave Start Leave End Committed
Committed Paid Leave Time Case Case Date Date Paid Leave
column. Staws  Code Time

Exempt1, EdwardA

Managerl, Juniord

NewbyT, NeilA

Punchl, PennyA Open SLFILL 12/01/2015 12/11/2015 40:00

Stampl, SandyA Open FPARNT | 10/01/2015 &:00
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Exploring the Leave Cases View

Purpose

The Leave Cases View is especially useful for viewing leave reasons and frequencies. It also provides
other information about each leave case in eSTART including:

e Leave case status
e Leave category
e Initial leave request date

This screen is used for reviewing leave cases, but may also be used to link to the Leave Case Editor.

Key Information in the Leave Cases View

Lesve Cases View = Loaded 10:48AM | Current Pay Period || 552 | | AL-All Home and Transfer.. | =
Ex iiF vV | % o B
Select A Column Filter Timekseping  Schedule Rafrazh Shara
Rows Selection
Name - Leave Leave Leave Reason Leave Leave Leave Case Initial Leave Start Documents New Leave Leave End
Case Category Case Frequency Approval Status Leave Date Overdue Requests Date
Status Code Request
Date
Exemptl, EdwardA
Manager], JuniorA
Newbyl, Neil&
Punch1, PennyA
Stamp1, SandyA Open FMLA Family - Parent FPA_ Intermittent Approved 10/01/2015 10/01/2015
Column | Description
Leave Case Status Indicates the status of the leave case for the specified time period. Statuses
may include: Open, Closed, Submitted, or Retracted.
Leave Category Type of leave, such as FMLA, Military or Educational.
Leave Reason Indicates a more specific leave such as serious health condition or birth.
Leave Case Code Type of leave, such as Self or Family.
Leave Frequency Indicates whether the employee is on continuous or intermittent leave.
Leave Case Approval Indicates whether a leave request is approved, pending or denied.
Status
Initial Leave Request Date Date the leave request was made.
Leave Start Date Date leave starts for an employee.
Documents Overdue A check in this column indicates that a document is overdue.
New Leave Requests A check in this column indicates additional time requested on an existing leave
case.
Leave End Date The expected date on which an employee returns to work.

10
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Exercise
You want to review the Leave Case Status and Leave Frequency of Sandy Stamp’s case. Access the

Leave Cases View to review Sandy’s leave information in the Current Pay period.

The Leave Cases View was selected above. Remain on this page.

Exempt1, EdwardA
Manager1, JuniorA
Newbyl, NeilA

Punch1, PennyA

1 Note: Data may be sorted by - - = — - =
clicking on a column header. ame il sue measan Sy ten
. . ! teq Case Frequency
Click again to sort descending. Code
A d d | th i Stamp1, SandyA Open FhLA Family - Parent FPARNT Intermittent
own arrow displays the sort as
descending; an up arrow shows Fxemptl. Edwardd
the sort as ascending. Manager], JuniorA
Newbyl, NeilA
Punchl, PennyA
2 Review the status and frequency - - = — -
H . lame eave ave - ave Reason eave
information for Sandy Stamp. ||y o
Status Code
Stamp1, SandyA Open FhLA Family - Parent FPARNT Intermittent

11
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New or Submitted Leave Cases

An employee may submit a request for a case, or the Leave Administrator may enter the information for
the case.

Exercise

Sandy Stamp has upcoming surgery and will be out for the next three weeks. You will open a continuous
case for her.

From the Leave Cases View, highlight the case and select Go To>Leave Case Editor.

Leave Cases View = Loaded 12:40PM | Current Pay Period = || 5| [ Group Al -
jii#g- ¥V & 08 R Y o B e
| Column Filter People  Timekeeping Accrusls  Approvel Schedule Refrash Share GoTo
Selection
Name - Leave Leave Leave Reason Leave Leave Leave Case Initial Leave Start
Case Category Case Frequency Approval Status Leave Date
Status Code Request
Date

|~ Go to widget
Exempt1, EdwardA N
Xemp War Audits

~
Manager1, JuniorA Timecards
Newby1, NeilA People Editor
=
Punchl. PennyA Schedule Editor
Manage My Requests
Stamp1, SandyA Open FMLA Family - Parent FPAR..  Intermittent Approved 10/01/2015 10/01/2015% fe
(¥

The Leave Case Editor will display, defaulted to the General>Case Summary page. If the employee
submitted the case, the status displays as Submitted and no other options are available for edit. Else
the options are editable.

GENERAL LEAVE REQUESTS LEAVE CALENDAR TAKINGS LIST AUDITS

-+ Cass Summary CASE SUMMARY

- Additional Information Paid Leave Unpaid Leave
- Eligibility & Leave Types

Dl Total Committed Takings 0:00 0:00

- Document Status * Leave Start Date | * Initial Leave Request Date =

- Frequency & Duration

. Leave End Date ) Requested Daily Leave Hours

= Employment Status ‘Same each day/Variable Same hours each day

=+ Leave Rules

Case Status Open e Effective Date <None>

Leave Category M
Reason <None>

Leave Frequency * Effective Date [11/02/2015 =

* Leave Case Code SLFILL

] £
H S
<

<

Case Approval Status ~ Effective Date

Temporary Mailing Address.

Details.

[ SavekNext 5|

NOTE: The Leave Start Date is the date the employee is to begin their leave. The Initial Leave
Request Date is the date the employee gives natification of the leave.

12
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1. Enter any fields denoted with an asterisk. The other fields are optional.

GENERAL LEAVE REQUESTS LEAVE CALENDAR TAKINGS LIST AUDITS

CASE SUMMARY

Leave Case Code

Case Approval Status |Appr0\red W Effective Date

= Case Summary
= Additional Information Paid Leave Unpaid Leave
= Eligibility & Leave Types
S R Total Committed Takings 0:00 0:00
- Document Status * Leave Start Date [11022015 | (24 * Initial Leave RequestDate  [1o292015 | )
=+ Frequency & Duration E .
-+ Notifications Leave End Date |11/20/2015 = Requested Daily Leave Hours
=+ Employment Status Same each day/Variable Same hours each day
=+ Leave Rules

Case Status Effective Date <Mons=

* Loave Category
Reason Serious Heslth Condition
Leave Freguency * Effective Date |11/02/2015 E

Temporary Mailing Address

Surgery

Detailz

I——

2. Once all fields are updated, select Save & Next. This will aid in navigating through the General

tab of the Leave case.

The Additional Information screen below will not be used.

3. Select Save & Next to continue.

GENERAL LEAVE REQUESTS LEAVE CALENDAR TAKINGS LIST AUDITS

= =

ADDITIONAL INFORMATION
Case Summary

Additional Information Thig leave case has no configurable fields associated with it.

—
Eligibility & Leave Types

Documents

Frequency & Duration
Notifications
Employment Status

-+
-+
-+
-+
=+ Document Status
-+
-+
-+
-+

Leave Rules

13
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The Eligibility & Leave Types screen displays. This screen gives the Leave Administrator the ability to
verify the employee’s eligibility and their available Leave balances.

NOTE:

e During the first year that an Agency is on eSTART select Bypass Eligibility Check since the
previous worked hours will not be available in eSTART. If Check Eligibility is used during this
time, the eligibility check will fail.

e Once the Agency has been using eSTART for 365 days, the Check Eligibility feature may be
utilized.

GENERAL LEAVE REQUESTS LEAVE CALENDAR TAKINGS LIST AUDITS
[ —

- Case Summary
- Additional Information
- Eligibility & Leave Types

ELIGIBILITY & LEAVE TYPES

-+ Documents Leave Start Date 11/02/2015

= Document Status Leave End Date 11/20/2015 Initial Leave Request Date 10/28/2015
- Frequency & Duration
-+ Notifications

=+ Empl it Stat
e Leave Eligibility has not been verified
= Leave Rules

[ "Chack Enigibility = |
| “Bypass Eligibility Check = |

"Save & Next = |

Check Eligibility Screen

Below is an example of the information displayed once the Check Eligibility function is
available. This function is available after the agency has been using eSTART for one year.

FMLA

Sl " Eeciicoo : Tieee Docod L
Number of Days Employed Mere than or equal to 365 Calendar days counting from BEMEFIT EFFECT DATE - FMLA 1035
Number of Hours Worked More than or equal to 1250:00 hh:mm over 365 days prior to Leave Start Date 171

==

14
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Bypass Eligibility Check Screen

Once the Bypass Eligibility Check option is selected, the screen below populates with the Paid and
Unpaid Leave types that the employee has available.

This screen allows the user to select the types of leave that the employee chooses to use for their leave
case. The check boxes may be unchecked if the specific type of leave will not be used.

NOTE: FMLA cases use leave in a certain order, which is determined by a Leave Cascade, based on the
case type. See the Extended Leave Cascade job aid for this information. Military Leave does not use a
cascade.

Also, the types listed in the Unpaid Leave Type section are for tracking purposes only and should remain
selected.

5 e ELIGIBILITY & LEAVE TYPES
=+ Additional Information
= Eligibility & Leave Types
-+ Documents Leave Start Date 11/02/2015
= Document Status Leave End Date 11/20/2015 Initial Leave Request Date 10/29/2015
=+ Frequency & Duration
= Notifications
cHEmpiyment Stan s Eligibility Requirements have been bypassed. m
=+ Leave Rules
"Grant Leave = |
Use
Il_ne:\iz Paid Leave Type Committed Hours Available Balance
Case
W L - Annual 0:00 55:40
M LV - Comp 0:00 0:00
| LV - Excess Annual 0:00 0:00
M L - Leave Without Pay 0:00 5999:00
E| LY - Long Leave Without Pay 0:00 S999:00
M LV - Personal 0:00 0:00
M LV - Sick 0:00 71:15
Use
Il_negliz Unpaid Leave Type Committed Hours Available Balance
Case
M FMLA Serious Heslth Condition 0:00 472:00
M Mon-FMLA Tracking 0:00 5999:00
= A= o

4. Select Save & Next to go to the Documents screen.

NOTE: See Appendix for specific information about Long Leave Without Pay, Non-FMLA Long Leave
Without Pay and Long Military Leave Without Pay types.

15
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Documents Screen

The Documents screen is used to create and view documents that are associated with the Leave case
for the employee.

5. Select a document to be generated for the employee.
6. From the Select an Action drop-down, select View Document.

GENERAL LEAVE REQUESTS LEAVE CALENDAR TAKINGS LIST AUDITS
e | e |

=+ Case Summary
= Additional Informat

-+ Eligibility & Leave Types

'/iew Document

Send Mail...
Regenerate Document

= Documents Leave Start Date 11/02/2015

~+ Document Status Leave End Date 11/20/2015 Initial Leave Request Date 10/29/2015
= Freguency & Duration
= Notifications
- Employment Status O Document Mame  / Last Generated on DatefTime
= Leave Rules [« 'WH-380-E Certification of Health Care Provider for

O WH-380-F Certification of Health Care Provider for

Il WH-381 Notice of Eligibility and Rights and Respon

D WH-282 Designation Notice

Il WH-3384 Certification of Qualifying Exigency for Mi

D WH-335 Certification for Serious Injury or lliness

D WH-385-V Certification for Serious Injury or line

Save & Next =

The message below displays at the bottom of the page.

7. Select Open.

Do you want to open or save sample.xml from kronosgastate.al’ Open Swe v Cancel | x

The selected document opens for viewing and will be populated with the appropriate case information, as
in the sample below. It will open in Protected View.

8. Select the Enable Editing button in Microsoft Word. This will allow the document to be saved.

GTBM Home Inset  Pagelayout  References  Mailings  Review  View  Developer

16
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Before sending to the employee, key the applicable data in the fields for each form. Then save the

document.

Certification of Health Care Provider for  U.S. Department of Labor
Employee’s Serious Health Condition Wage and Hour Division *
(Family and Medical Leave Act) e 4

OMB Control Number: 1235-0003
Expires: 2282015

SECTION I: For Completion by the EMPLOYER
INSTRUCTIONS to the EMPLOYER: The Family and Medical Leave Act (FMLA) provides that an emplover may require
an emplovee seeking FMLA protections because of a need for leave dueto a serious health condition to submit a medical
certification issued by the emplovee’s health care provider. Please complete Section I before giving this form to your emplovee.
Your response is voluntary. While you are not required to use this form. you may not ask the emplovee to provide more
information than allowed under the FMLA regulations. 29 C.F.R. §§ 825.306-825_308. Employers must generally maintain
records and documents relating to medical certifications, recertifications, or medical histories of emplovees created for FMLA
purposes as confidential medical records in separate files/records from the usual personnel files and in accordance with 29
C.F.R.§ 1630.14{c)(1). if the Americans with Disabilities Act applies.

Emplover name and contact: Click here to enter text.

Emplovee’s job title:  Click here to enter text. Regular work schedule:  Click here to enter text.

Employee’s essential job functions:  Click here to enter text.
Check if job description is attached: [J

SECTION II: For Completion by the EMPLOYEE

INSTRUCTIONS to the EMPLOYEE: Please complete Section II before giving this form to your medical provider. The
FMLA permits an emplover to require that vou submit a timely, complete, and sufficient medical certification to support a
request for FMLA leave dueto vour own serious health condition. If requested by your emplover, vour response is required to
obtain or retain the benefit of FMLA protections. 29 U.S.C. §§ 2613, 2614{c)(3). Failure to provide a complete and sufficient
medical certification may result in a denial of vour FMLA request. 20 C.F R._§ 825.313. Your emplover must give vou at least
15 calendar days to return this form_ 29 CF R § 825.305(b).

Your name:  Stampl, SandvB
First: SandvB Middle: Last: Stampl

9. Select File>Save As. The Save As screen displays with the default file name.

* » Libraries » Documents »

| Orgenize v New folder

Armange b

(W] Microsofs Word *  Documents lib...
wiude 2 locations

{ Favorites

M Desktop

& Downloads
». Recent Places

Name

Fax
& My Shapes
OneNote Notebooks

4 Libraces Outiock Files

Scanned Documents

™ Computer

& os(c)

File name: m PRG.KET)
Save as type: | Word XML Document (*aomi)

Authors montosh-lynn Togs Add atag

~ Hide Folders Tooks ~ [ Save
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10. Save the sample document with a different file name and type.
NOTE: The recommended standard for saving these documents is:

¢ Employee name
e Document name
e Start date of the case

For example: JohnDoeWH380E043014.pdf
Change the file name to the standard, as above.

11. From the Save as type drop-down, select PDF (*.pdf). Leave the Open file after publishing
check box selected. Then select Save.

» Libranes » Documents »

—
Organize v New foldes = -
(W] Microsoft Word % Documents lib... o S

Includes: 2 locations
W& Favorites

Bl Oesiktop
& Downloads "

& My Shapes 7
OneNote Notebooks C
Outlook Files

2. Recent Places
o Libracies
Scanned Documents

1™ Computer

& os <)

»g% Add 3 tag

™ | Optrons_

l 7] Open fie stter publishing I

~ Hide Folders Toocls « Save | Cancel

The file opens in Adobe Reader.

Certification of Health Care Provider for  U.S. Department of Labor
Employee’s Serious Health Condition Wage and Hour Division “
(Family and Medical Leave Act) ! od Hour T

OMB Centrol Number:

Exp: 28/2015
SECTION I: For Completion by the EMPLOYER
INSTRUCTIONS to the EMPLOYER: The Family and Medical Leave Act (FMLA) provides that an employer may require
an employee seeking FMLA protections because of a need for leave due to a serious health condition to submit a medical
certification issued by the employee’s health care provider. Please complete Section I before giving this form to your employee.
Your respense is voluntary. While you are not required to use this form, you may not ask the employee to provide more
information than allowed under the FMLA regulations, 29 C.F.R. §§ 825.306-825.308. Employers must generally maintam
records and documents relating to medical cerfifications. recertifications. or medical histories of employees created for FMLA
purposes as confidential medical records in separate files/records from the usual personnel files and in accordance with 29
CFR §1630.14(c)(1). if the Americans with Disabilities Act applies

Employer name and contact: Click here enter text.
Employee’sjobtitle:  Click here enter text Regular work schedule:  Click here enter text

Employee’s essential job functions:  Click

re enter text
Check 1f job description is attached: [

SECTION II: For Completion by the EMPLOYEE

INSTRUCTIONS to the EMPLOYEE: Please complete Section II before giving this form to your medical provider. The
FMLA permits an employer to require that you submit a timely, complete, and sufficient medical certification to support a
request for FMLA leave due to your own serious health condition. If requested by your employer, your response 1s required to
obtain or retain the benefit of FMLA protections. 29 US.C. §§ 2613, 2614(c)(3). Failure to provide a complete and sufficient
medical certification may result in a denial of your FMLA request. 20 CF.R. § 825313 Your employer must give you at least
15 calendar days to return this form 29 CF.R. § 825.305(b).

Your name:  Stampl, SandvB
First: SandyB Middle: Last:  Stampl
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12. To send the document, select File>Send File.

1 sample {1).pdf - Adobe Read
Edit View Window Help
% Open... Ctrl+O

Open From Acrobat.com...

Al

T2 Create PDF Online...

E save Ctrl+S
| Save As... Shift+Ctrl+5
Save As Other... L4
Save To Acrobat.com...

or .S, Department of Labor m“.
‘Wage and Hour Divisicn *

OMB Centrol Number: 1235-0003
Expires: 2/28/2015

[ Get Documents Signed...

Revert ER

pily and Medical Leave Act (FMLA) provides that an employer may require
Close Ctrl+W 354 need for leave due to a serious health condition to submit a medical
M. Ctrl+D provider. Please complete Section I before giving this form to your employee.

= nired to use this form, you may not ask the employee to provide more
S Print. Ctrl«p  ons. 29 CFR. §§ 825.306-825.308. Employers must 1y maintai

— ations, recertifications. or medical histories of employees created for FMLA
View All Recent Files... te files/records from the usual personnel files and in accordance with 29

R M A 4 Lo

A message may display, as below.
13. If the message below displays, use the default selection and check the Remember my choice

check box.

How would you like to send this email?

(@ Default email application (Microsoft Outlook]
() Use Webmail

Select

) Use Adobe Send

| Continue | ’ Cancel

A new email message window opens with the document attached.

14. Complete the remaining information for the email and send to the employee. The employee’s
manager may also be copied on the email if needed.

[ —— | |ec ® Message (HTML) R — . - [t s |

SUEE|| Message | Inset  Options  FormatText  Review a @
= e . ) — ¥ Follow Up -
j db . - A =, SSH @ g [ﬂ IZ P 4
= 3 Copy ¥ High Importance
Paste sr . A = Address Check | Attach Attach Signature Zoom
- & Format Painter B I U - Book Mames File Ttem~ - B LowImportance
Clipboard [ Basic Text Names Include Tags | Zoom
. | |
=1 e | ‘
send
Subject: | ‘

attached: | T wiH3B0EIaneDoeFBABYI43014.p0f (03 KE]
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Additional Information about Sending Documents

Select an Action -
Selact an Action [

Forward Documents. .
Send Mail,
Regenarate Document

View Document opens the selected document and allows saving and sending.

Forward Document — Do Not Use - this will forward a document link that will not be
activated.

Send mail can be used to send a reminder to the employee’s Inbox and/or Agency email for any
needed or missing information.

Regenerate Document is referenced in the paragraph below.

Once View Document is selected above and the document is viewed/saved, the date and time will
populate in the Last Generated on Date/Time field, as below. If the document needs to be regenerated
for any reason, select Regenerate Document from the Select an Action drop-down. The document
may then be changed and resent to the employee if needed. The Last Generated on Date/Time column
for the document will be updated.

Document Name  # Last Generated on Date/Time

WH-380-E Centification of Health Care Provider for 2172014 90540
WH-380-F Certification of Health Care Provider for
WH-381 Motice of Eligibility and Rights and Respon

WAH A8 Maginnating Maotice

15. Select Save & Next to go to the Document Status screen.

Document Status Screen

16. Select the appropriate Leave Document Status for the documents sent to the employee as well

as the status date.

Oniginal Due Extended Due
Document Name Date Leave Document Status Status Date Date

WH-380-E Certification of Health Care Provider for 11/03/2015 | Sent-Pending Return v| 11/02/2015 E
VWH-380-F Certification of Health Care Provider for 11/03/2015 E
WH-331 Motice of Eligibility and Rights and 11/03/2015 | kv | E
Respon

WH-382 Designation Notice 11103/2015 [ v e |
WH-324 Certificafion of Qualifying Exigency for Mi 11/03/2015 | N | E
‘WH-335 Certification for Sericus Injury or lliness 1110372015 | v| E
WH-335-\ Certific ation for Serious Injury or lline 11/03/2015 | W | E

I

17. Select the Save & Next button to go to the Frequency & Duration screen.
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Frequency & Duration Screen

The Frequency & Duration screen allows administrators to enter the anticipated frequency and duration
of leave episodes in the leave case. This will most commonly be used for intermittent cases.

FREQUENCY & DURATION

Leave Start Date 11/02/2015

Leave End Date 11/20/2015 Initial Leave Request Date 10/28/2015

Frequency:l:l times per| | | | Period
Duration: l:l hours or I:l day(s) per episode

Total Time

Red d Schedul

l:l hours per day; I:I days per week

* Start Date 11/02/2015 E
Expiration Date E

Note

18. Add any needed information to this screen.
19. Select Save & Next to go to the Notifications screen.
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Notifications Screen

The Notifications screen is not currently used.

NOTIFICATIONS

Leave Start Date 11/02/2015

Leave End Date 11/20/2015 Initial Leave Request Date 10/292015

MName Motfific ation Type Date Active/lnactive

This table currently containg no data.

20. Select the Save & Next button to go to the Employment Status screen.

Employment Status Screen

The screen below is informational only. The Length of Service may be keyed if desired.

EMPLOYMENT STATUS

Leave Start Date 11/02/2015

Leave End Date 1172002015 Initial Leave Request Date 10232015

Employment Status Effective Date
Active 1/01/2013

Length of Service I:I (Y .mm)

21. Select the Save & Next button to go to the Leave Rules screen.
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Leave Rules Screen

The appropriate leave rule must be selected from the Leave Rule screen.

LEAVE RULES

Leave Start Date 11/02/2015 Leave Frequency Confinuous as of 11/02/2M5
Leave End Date 11/2042015 Initial Leave Request Date 10/232015
Leave Rule * Effective Date

%) | =<None= o | 1102015 =

22. Click on the arrow in the Leave Rule column.

23. Once the arrow is selected, the Select Leave Rule screen will display.

e T e ey

Rule Name  / Description Paid Leave Types Unpaid Leave Types
<None>

Adoption Foster care ‘Alabama FIMLA Family Adoption Foster Gare = Personal, Comp, | LV - Annual LY - Gomp LY - Extess Annual LV - Leave Without Pay L - | FMLA Adoption Foster care Non-FMLA Tracking
‘Annual, Donated and LWOP Long tPay LV - Sick

Bitth Alabama FIMLA Self Bith = Personal, Comp, Annual, Donated mp,LV - Extess Annual LV - Leave Without Pay LY - | FMLA Birth Non-FMLA Tracking
and LWOP tPay LV - Sick
Family - Serious Health ‘Alabama FIMLA Family Serious Health Gondition = Personal mpL\/ - Extess Annual LY - Leave Without Pay, L - | FMLA Famiy - Serious Health Gondition Non-FMUA Tracking
Condiion mp. Annual, Donated and LWOP. ong tPay LV - Sick
Miltary Garegiver ‘Alabama FIMLA Family Mitary Carcgiver = Personal, Gomp. /- mp L\ - Extess Annual LY - Leave Without Pay,L - | FMLA Famiy - Serious Health Gondition FMLA Mitary
nrul, Donated and LWOP Long Leave Without Pay LV - Sick Caregiver Non-FMLA Tracking

Miltary Exigency ‘Alabama FMLA Family Exigency = Personal, Gomp, Annual L - Annual LV - Gomp LV - Extess Annual L'V - Leave Without Pay L - | FMLA Milltary Exigency.Non-FMLA Tracking
Donated and LWOP Long Leave Without Pay

Prior FMLA Usage FMLA Transastions for Prior Year Prior FMLA Usage

® | sef-Serious Health Alabama FIMLA Self Serious Health Condition = Personal, Comp, | LW - Annual.LV - Comp LV - Excess Annual LV - Leave Without Pay,LV - | FMLA Serious Healin Condiion.Non-FMLA Tracking
i ‘Annual, Donated and LWOP Long Leave Without Pay LV - Sick

24. Select the appropriate Leave Rule for the case.

25. Click the Select & Return button.

26. The leave rule displays on the Leave Rules page.

27. Save the Leave Rule. At this point the case is now open and active. Time may now be

committed to the employee’s timecard.

LEAVE RULES

Leave Start Date 11/02/2015 Leave Frequency Confinuous as of 11/02/2015
Leave End Date 11/20/2015 Initial Leave Request Date 10/23/2015
Leave Rule * Effective Date
%) | Self - Serious Health Condition =" 110202015 =3

Rl

At this point the case has been opened. The next step is to project and commit the time to the employee’s
timecard.
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Projecting and Committing Time from the Leave Calendar

Projecting time from the Leave Calendar

Projecting the time before committing allows the Leave Administrator to see the order the employee’s
leave will be used. Project the leave time through the end date of the case.

1. Selectthe Leave Calendar tab.
2. When the Leave Calendar displays, select or verify the range of dates for the case.

GENERAL LEAVE REQUESTS LEAVE CALENDAR TAKINGS LIST AUDITS
I VU I Bp— = V]
Time Period |Range of Datss v [11o22015 | G [11202015 | G
View Width ®) week ) Month ) Multiple Months
= o Sun Mon Tug Wed Thu Fri
2 3 4 5 6
SLFILL First Day
8 9 10 11 12 13
Mow
15 16 17 18 19 20
SLFILL Last Day
= e

Sat o~

»

14

Naow

3. Open the Select an Action drop-down list to project Leave time.
4. Select Add Projected Leave Time Over Long Range... The screen below displays.

Range...

NOTE: To add time to a continuous Leave case, select Add Projected Leave Time Over Long

Or, if the Leave case is intermittent, select Add Projected Leave Time... instead. This will add
leave time to the first day of the case. Any additional hours may be added at a later date, or by the
manager through the Leave Case Editor or directly into the employee’s timecard.

An employee may also submit a time off request for an open and approved leave case. See the
Employee Pay Codes for Time Off Reqguests job aid for this process.

Broj I
Add Projected Leave Time Owver Long Range... ]
HECalcale Projecied Tarmgs

Complete Projected Takings.

Cwerride Projected Leave Time/Takings...
Commit to Schedule/Timecard...

Undo Commit...

Delete Projected Leave Time. ..

Apply Attendance Rules...

“iew Legend
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5. Complete the appropriate fields.

*  Start Date
* End Date (o

Takings Type

* Hours per Day

[Srees mot

(SN SN | B—

[razmrs ] B
[ravzers ] B

Exhaust all paid and unpaid leave allowed

D Leave takings on scheduled days only

E Exclude Saturdays and Sundays

|Eloth paid and unpaid takings v|

-
) [Full scheduled day W

6. Select Save & Return.

The Leave Calendar will be populated with the leave takings. The font will display in light, unbolded
colors since the time is “projected” only. Once the time is committed to the Timecard, the font color will

display in bold print.

GENERAL LEAVE REQUESTS

LEAVE CALENDAR

TAKINGS LIST AUDITS

Ny I— [Setect an Action

v]

Time Period [Range of Dates v] [1ipzeos |

| B8

£ [1120m2015

Mow LWSick 2:00

15 17
SLFILL 8:00
LVComp 8:00

«
{

View Width () week () Month ) hultipls Months

- -~ Sun Mon Tue
2 3
SLFILL First Day SLFILL &:00
SLFILL 8:0d LWSick 2:00
LV5Sick 2:00 FMLSHC 8:00

2 9 10
SLFILL 8:00 SLFILL 2:00
LWSick

Wed Thu Fri
4 5 7
SLFILL £:00 SLFILL 2:00
LWSick 2:00 LwSick 2:00
FMLSHC £:00 FMLSHC £:00
1 12 14
SLFILL £:00 SLFILL 2:00
LWSick 2:00 LWComp 5:45
FMLSHC 5:00 LwSick 2:15
FMLSHC £:00
18 19
SLFILL 8:00 SLFILL 8:00

LVComp 8:00

FMLSHC 5:00 FMLSHC 8:00

SLFILL Last Day

MNow

»

L
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Another way to view the actual leave takings is to select the Takings List tab. This screen will provide a

better view of the order of the takings.

In the example below, Sick Leave is used first, based on the type of case. Once depleted, the system will

use the next available balance, based on the Leave Cascade.
NOTE: See Extended Leave Cascade job aid.

GENERAL LEAVE REQUESTS LEAVE CALENDAR TAKINGS LIST AUDITS
ISl ISl [Gelecton Action ~]
Time Period [Range of Dates V] [1wozeois | B [1zoeors | B (T
Paid Leave Unpaid Leave
0 Day Date Le:ve Time Lv- LV LV - Excess LV - Leave LV -Long Leave Lv- Lv- FMLA Serious Health Non-FMLA Additional
mount Annual Comp Annual Without Pay Without Pay Personal Sick Condition Tracking Information
O fon 200 8:00 First Day
O ue 200
) ed 800
O | T 200
O | Fa 800
O n 800
O | Tue 200
O & 800
O | T 200
O | Fa 200
) n 800
O Tue 200
O ed 800
O | T 800
[] | F 200 8:00 Last Day
Gommitted 0:00 00 0:00 0:00 0:00 000 0:00 0:00 0:00
Projected 0:00 49:30 0 0:00 0:00 O 70:3 20:00 0:00
Total 0:00 430 0:00 0:00 0:00 0:00 70:30 120:00 0:00
Committed Leave Time 0:00
Projected Leave Time 120:00

7. If the leave takings are correct, the time may now be committed to the timecard.

Committing Time for a Continuous Case

Commiting the time allows the Leave Administrator to add time for the leave case to the employee’s
timecard. Commit the leave time through then end of the next pay period or the first holiday,
whichever comes first. If desired, the pay codes for the leave may be added directly into the timecard.
However, this method ensures the time is used in the order projected.

1. Return to the Leave Calendar tab.

2. Click the End Date to which time is to be committed in calendar.

3. Select Commit to Schedule/Timecard...from the Select an Action drop-down.

LWSick 2:00 LVSick 200 WSick 2:00

Nov LWSick 3:00 LWSick 8:00 LWSick 8:00

«
{

GENERAL LEAVE REQUESTS LEAVE CALENDAR TAKINGS LIST AUDITS
hﬁ h'ﬁﬁAi i'i’ﬂ‘ﬁii
Add Projected Leave Time...
- P Add Projected Leave Time Over Long Range...
ime Period | Range of Dates R te Projected Takings
. ) — _.|Gomplete Projected Takings...
View Width ® weete () pMonth | Quamide Deaiectad L ecue Tima Takings
= - Sun Merl Delete Projec{éd Leave Time... Thu
2 Apply Attendance Rules
Wiew Legend
SLFILL FirstDsy

LWComp 2:00 Nov

SLFILL Last Day
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The screen below displays.

OSBRI [y W
* Commit End Date |11/202015 E

Takings Type | Both paid and unpaid takings V|

Transfer |

Save & Return =

4. Verify or select the end date for the committed time and complete the appropriate fields.

5. Select Save & Return.

Leave Calendar view of the same dates. The font displays in dark, bold colors now that the time has
been committed to the timecard.

GENERAL LEAVE REQUESTS LEAVE CALENDAR TAKINGS LIST AUDITS

(Y — [Setect an Action

v]

Time Period |Range of Dates v [11ozzo1s | i [11/20m2015 ] i _
View Width (®) \week () Month ') Multiple Months
= o Sun Mon Tue Wed Thu Fri
2 3 4 5 6
SLFILL First Day SLFILL 8:00 SLFILL 8:00 SLFILL 2:00 SLFILL 8:00
SLFILL 8:00 LVSick 8:00 LWSick 5:00 LWSick §:00 LVSick 8:00
LSk 2:00 FMLSHC 8:00 FMLSHG 8:00 FMLSHG 8:00 FMLSHC 8:00
FMLSHG 8:00
8 9 10 11 12 13
SLFILL 8:00 SLFILL 8:00 SLFILL 8:00 SLFILL 8:00 SLFILL 8:00
Mov LVSick 2:00 L\Sick 8:00 LWSick 8:00 LVComp 5:45 LVComp 8:00
FMLSHC 3:00 FMLSHC 8:00 FMLSHC 3:00 L\'Sick 2:15 FMLSHC 28:00
FMLEHC £:00
15 16 17 18 19 20
SLFILL 3:00 SLFILL 8:00 SLFILL 8200 SLFILL 2:00 SLFILL 8:00
LWComp 3:45 LWComp 8:00 LWComp 8:00 LvComp 2:00 LWVComp 2:00
LVSick 4:15 FMLSHC 8:00 FMLSHC 8:00 FMLEHC £:00 FMLSHC 200
FMLSHC 3:00 SLFILL Last Day
= .t

14

MNow

»

«
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To view the order of the takings, select the Takings List tab. Notice that the committed days are darker
than the projected days in the screen shot below.

GENERAL LEAVE REQUESTS LEAVE CALENDAR TAKINGS LIST AUDITS
I Il [Setect on Action ~|
Time Period |Range of Dates v [uo2zois | & [rzozors | & (DA
Paid Leave Unpaid Leave:
O Day S Le:ve Time LV- V- LV - Excess LV - Leave LV - Long Leave V- LV- FMLA Serious Health Non-FMLA Additional
mount Annual Comp Annuzl Without Pay Without Pay Personal Sick Condition Tracking Information

[0 | Mon | 1110212015 8:00 200 500 First Day
[0 | Tue | 110302015 8:00 500 500
O | wed | 11042015 8:00 500 800
[0 | Thu | 11052015 8:00 500 300
O | Fd 1110612015 8:00 500 500
[0 | Mon | 11082015 8:00 200 500
[0 | Tue | 197102015 8:00 500 800
[0 | wed | 19112015 8:00 500 500
O | Thu | 111122015 8:00 5:45 15 300
O | Fi 1111312015 8:00 200 500
[0 | Mon | 111182015 8:00 3:45 415 800
[0 | Tue | 191172015 8:00 8:00 500
[0 | wed | 11/182015 8:00 8:00 800
O | Thu | 111192015 8:00 2:00 500
[ | Fr 1112012015 8:00 2:00 500 Last Day

Committed 0:00 4830 0:00 0:00 0:00 0:00 70:30 120:00 0:00

Projscted 0:00 0:00 0:00 0:00 0:00 0:00 0:00 000 0:00

Total 0:00 4930 0:00 0:00 0:00 0:00 70:30 120:00 0:00
Gommitted Leave Time 120:00
Projected Leave Time 0:00

6. Select the Go To link and select Timecards to verify the committed dates.

=0
1 Salected

Current Pay Period
- Go to widget

Exceptions
Audits

Timecards

People Editor

Srhedils Fditnr
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Timecard for the pay period displays.

| EEEEEEEEEEEEEEEEE

Date

Mon 11/02

Tue 11/03

Wed 11/04

Thu 11/05

Fri 11/06

Sat 11/07

Sun11/08

Mon 11/09

Tue 11/70

Wed 11/11

Pay Code Amount In Transfer Out Shift Daily
LV - FMLA TRACKING 8:00 !
LV - SICK LEAVE TAKEN 8:00 ) 8:00
LV - FMLA TRACKING 8:00 !
LV - SICK LEAVE TAKEN 8:00 h 8:00
LV - FMLA TRACKING 8:00 )
LV - SICK LEAVE TAKEN 8:00 ! 8:00
LV - FMLA TRACKING 8:00 )
LV - SICK LEAVE TAKEN 8:00 ) 8:00
LV - FMLA TRACKING 8:00 !
LV - SICK LEAVE TAKEN 8:00 ) 8:00
LV - FMLA TRACKING 8:00 )
LV - SICK LEAVE TAKEN 8:00 ! 8:00
LV - FMLA TRACKING 8:00 )
LV - SICK LEAVE TAKEN 8:00 ! 8:00
LV - FMLA TRACKING 8:00 !
LV - SICK LEAVE TAKEN 8:00 )
Veterans Day 8:00 16:00

800

16:00

24:00

3200

40:00

40:00
40:00

56:00

7200

pesA

Best Business Practice

The best practice is to:

Add Projected Time Over Long Range to the end of the case.

Commit the time through the end of the next pay period or the first Holiday,
whichever comes first.
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Removing Time Committed on a Holiday

If the time was projected for a long range that included a Holiday, it can be easily corrected. In this
example, a few extra steps are needed in order for this time to show correctly in the timecard.

+ Wed 11/11 LV - FMLA TRACKIMNG 8:00 h
"
+ LV - SICK LEAVE TAKEN 8:00
+ Veterans Day 8:00
W,
1. In order to correct this, navigate back to the Leave Case Editor.
2. Click on the Leave Calendar tab.
3. Click on the Holiday Date(s) to select.
Sun Mon Tue Wed Thu Fri Sat
2 3 4 5 6 T
SLFILL First Day | SLFILL 8:00 SLFILL 8:00 SLFILL 8:00 SLFILL 3:00
SLFILL &:00 LwSick 8:00 L\w'Sick 8:00 LW'Sick 8:00 L\/Sick 2:00
LWSick 2:00 FMLSHC 8:00 FMLSHC 8:00 FMLSHC 8:00 FMLSHC 8:00
FMLSHC 2:00
] 9 10 11 12 13 14
SLFILL 8:00 SLFILL &-00 SLFILL &:00 SLFILL 8:00 SLFILL 8:00
LWSick 2:00 LwSick 8:00 Lw'Sick 8:00 LVComp 5:45 L\ViComp 2:00
FMLSHC 2:00 FMLSHC 8:00 FMLSHC 8:00 LWSick 2:15 FMLSHC 2:00
FMLSHC &:00
15 16 17 12 19 20
SLFILL 5:00 SLFILL 8:00 SLFILL :00 SLFILL 8:00 SLFILL 8-00
LWComp 3:45 LvwComp 8:00 LvComp 8:00 LvComp 2:00 LWComp 8:00
LVSick 4:15 FMLSHC 5:00 FMLSHC 5:00 FMLSHGC 5:00 EMLSHC 2:00
FMLSHC 3:00 SLFILL Last Day
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4. Select Undo Commit from the Select an Action drop-down.

Owernide Projected Leave

le/Timecard...
Undo Commit...
eave T

Select an Action

Add Projected Leave Time...

Add Projected Leave Time Owver Long Range...
Recalculate Projected Takings

Complete Projected Takings...

TimeTakings...

ime. ..

5. Verify the date and edit if needed.

6. Then select Save & Return from the screen below.

e neturn  rerorn J oot

Takings Type

| Both paid and unpaid takings »

* Undo Commit Starting on Date | 11/11/2015 %

7. Once the time is no longer committed, select the date on the calendar again. Select Override
Projected Leave Time/Takings from the Select an Action drop-down.

Add Projected Leave Time...
Add Projected Leave Time Over Long Range...

Time Period |Range of Dates ~| [ 11022015

| & [1z0

Recalculate Projected Takings
Ll

fooio o Top

GENERAL LEAVE REQUESTS LEAVE CALENDAR TAKINGS LIST AUDITS
"Save" [ Save s Rekurm | ‘Refurn | Day Detail | Selestan Aoy

View Width (®) week () Month () Multiple Months Override Projected Leave Time/Takings...
= - Sun fen Tue Hgfeiecggggféd Leave Time...
2 3 4 Apply Attendance Rules. .
Wiew Legend
SLFILL First Day SLFILL 8:00 SLFILL & SLFILC G.00 SLFICC 500
SLFILL 8:-00 LW'Sick 8:00 LwSick 8:00 Lw'Sick 8:00 L\/Sick 2:00
LYSick 2:00 FMLSHC 2:00 FMLSHC £:00 FMLSHC £:00 FMLEHC 2:00
FMLEHC 2:00
8 9 10 11 12 13 14
SLFILL 8:00 SLFILL 8:00 SLFILL 8:00 SLFILL 8:00 SLFILL 8:00
Mow LWSick 2:00 LW/Sick 2:00 LWSick 2:00 LivAnul 5:45
FMLSHC 2:00 FMLSHC 3:00 FMLSHC &:00 LWSick 215 FM
FMLSHG 8:00
15 16 17 18 19 20
SLFILL 8:00 SLFILL 2:00 SLFILL 8:00 SLFILL 8:00 SLFILL 8:00
LvAnul 3:45 LviAnul 2:00 Lyvianul 2:00 LW Comp 2:00 LVComp 8:00
LVSick 4:15 FMLSHC 5:00 FMLSHC &:00 FMLSHG &:00 FMLSHC 2:00
FMLSHC 2:00 SLFILL Last Day
= -
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8. The Override Projected Leave Time/Takings screen will display as below. Delete the amount
from any field where one is present or click the X on the far left of the row to remove all takings

for that date.

9. Then select Save & Return.

[‘Save" ) "Save & Retun | Refurn [ Refrech |

Time Period Range of Dates 11/02/2015 - 117202015
Paid Leave Unpaid Leave
“ate Amoumtnmn | L-amual | wecomp | NUREES T GEdRs Mlimanpey | pesona | WSS | yicamConaon | Trackng
11112015 ) 8:00 &:00 8:00
The Leave Calendar now displays the 11t correctly.
Sun Maon Tue Wed Thu Fni Sat
3 4 5 i’ 7
SLFILL First Day SLFILL 8:00 SLFILL 800 SLFILL 8:00 SLFILL 8:00
SLFILL 2-00 LWSick 8:00 L\W'Sick 8:00 LwSick 8:00 LWSick 2:00
L\ Sick 2:00 FMLSHC 8:00 FMLSHC 8:00 FMLEHC 8:00 FMLSHC 2:00
FMLSHC 2:00
] 9 10 13 14
SLFILL 8:00 SLFILL 8:00 SLFILL 8:0
L\WSick 2:00 L\Sick 8:00 LvAnul 8:00
FMLSHC 2:00 FMLSHC 8:00 FMLSHC 2:00
15 16 17 12 19 20
SLFILL 8:00 SLFILL 8:00 SLFILL 8:00 SLFILL 2:00 SLFILL 8-00
LWAmul 3:45 LWAnul 2:00 Lwianul 2:00 LvComp 3:00 LWComp 8:00

SLFILL Last Day
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10. The time will now need to be re-committed to the timecard, starting on the day following the
holiday, in order to display correctly.

GENERAL LEAVE REQUESTS LEAVE CALENDAR TAKINGS LIST AUDITS
(VSN RESUNEVEEEUTI by IRHUTS [ Weees
Add Projected Leave Time...
) Add Projected Leave Time Over Long Range...
Time Period [Range of Dates v [1uzeots | & [11200 Recalculate Projected Takings
. . — . Complete Projected Takings...
View Width @) week () Month ) Multiple Months S pnieg e skings...
Commit to Schedule/Timecard...
P 5 e~
- - Sun Men Tue " Delets Projected Leave Time... st - -
2 3 4 Apply Attendance Rules...
View Legend
SLFILL First Day SLFILL &8:00 SLFILL &7 SLTILL .00
SLFILL 2:00 L'Sick 8:00 L/Sick 8:00 LW'Sick 8:00 LWSick 3:00
LWSick 200 FMLSHC 2:00 FMLEHC 2:00 FMLEHC 2:00 FMLSHC 2:00
FMLSHC 2:00
k] 9 10 11 12 14
SLFILL 8:00 SLFILL 2:00 SLFILL 8:00
Now LVSick 2:00 LWSick 8:00 LW Anul 5:45 Now
EMLSHC 2:00 FMLSHC 2:00 LwSick F
15 16 17 18 19 20
SLFILL 8:00 SLFILL 2:00 SLFILL 2:00 SLFILL 8:0
LvAnul 2:00 Liinul 2:00 LW Comp 2:00 LWVComp 2:00
FMLSHC 2:00 FMLSHC 8:00 FMLSHC 2:00 FMLSHC 200
FMLSHC &:0 SLFILL Last Day
&= - - =

11. Select the End Date to which time is to be commited.
12. Select Commit to Schedule/Timecard from the Select an Action drop-down. The screen below

displays.

* Commit End Date | 11/20/2015 E

———— ——— (——

Takings Type | Both paid and unpaid takings V|
Transfer |

Save & Return =

13. Enter the Commit End Date Verify the information on the screen.

14. Select Save & Return.
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15. Verify the committed time on the calendar.

15

Sun

Mon

Tue

SLFILL First Day
SLFILL 8:00
L\Sick 2:00
FMLSHC 2:00

3

SLFILL 8:00
LWSick 8:00
FMLSHC 2:00

9

SLFILL 8:00
LWSick 2:00
FMLSHC 2:00

16

SLFILL 8:00
LWAnul 3:45
LWSick 4:15
FMLSHC 2:00

10

SLFILL 8:00
LWSick 8:00
FMLSHC 2:00

17

SLFILL 8:00
Lvanul 8:00
FMLSHC 2:00

Wed

4
SLFILL 8:00
LvSick 8:00
FMLSHC 5-00

11

18

SLFILL 800
Lvinul 8:00
FMLSHC 8:00

Thu

5

SLFILL 3:00
L\'Sick 8:00
FMLSHC 8:00

12

SLFILL 3-:00
LvAnul 5:45
L\Sick 2:15
FMLSHC 8:00

19

SLFILL 3:00
L\ Comp 5:00
FMLSHC 8:00

Fri

6

SLFILL 3:00
LW Sick 2:00
FMLSHC 2:00

13

SLFILL 8:00
LVAnul 2:00
FMLSHC 2:00

20

SLFILL 8:00
LVComp 8:00
FMLSHC 2:00
SLFILL Last Day

View the employee timecard to verify that the Holiday is displaying correctly and no longer has committed
leave time for that day.

*| ] ] ]| ] ]

Date

Mon 11/09

Tue 11770

Wed 11/11

Thu 11712

Fri11/13

Pay Code
LW - FMLA TRACKING
LV - SICK LEAVE TAKEN
LV - FMLA TRACKING
LV - SICK LEAVE TAKEN
Veterans Day
LV - ANNUAL LEAVE TAK...
LV - FMLA TRACKING
LV - SICK LEAVE TAKEN
LW - ANNUAL LEAVE TAK...

LW - FMLA TRACKING

In Transfer

8:00

8:00

8:00

800

16:00

24:00

3200
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Other Types of Leave Cases

Purpose
The information below pertains to other types of leave cases that may be needed.

FMLA Long Leave Without Pay

Using the Leave Cascade

To use the Leave Cascade, the Paid Leave Types should remain selected.

Timecard | Schedule | People | Reports
GENERAL LEAVE REQUESTS LEAVE CALENDAR TAKINGS LIST AUDITS

ELIGIBILITY & LEAVE TYPES

=+ Case Summary

= Additional Information
Eligibility & Leave
Types Leave Start Date 3/20/2014

= Documents Leave End Date  <None> Initial Leave Request Date 3/20/2014
=+ Document Status

= Frequency & Duration

= Motifications

- Employment Status Employee is eligible for the following Leave Type(s) as of Leave Start Date: _EE: ﬂﬁ!;
= * Leave Balances as of 3/31/2014 = I.": Bypass Eligibility -

Grant Leave ;

Use in

= Paid Leave Type Committed Hours Available Balance
Leave

Case

~ LV - Annual 0:00 330:35
~ LV - Comp 0:00 0:00
v LW - Excess Annual 0:00 0:00
~ LV - Leave Without Pay 0:00 9999:00
v LV - Long Leave Without Pay 0:00 '9999:00
v LV - Sick 0:00 556:50

NOTE: If LV —Long Leave Without Pay is selected with other leave types that have a balance, only
the other types will be used. Thatis LV-Long Leave Without Pay will NOT be used.

But, if LV — Long Leave Without Pay is selected with other leave types that DO NOT have a balance,
only LV — Long Leave Without Pay will be used.

35



eSTART User Guide for Leave Administrators

Using Long Leave Without Pay

In order to use LV-Long Leave Without Pay, all other Paid Leave Types must be unchecked. That is,
uncheck all “Paid Leave Types” EXCEPT LV-Long Leave Without Pay.

Timecard | Schedule | People | Reports

LEAVE CASE EDITOR

Person & ld SANDERS, TERRY W (156503)

Leave Case SLFILL 2/20/2014 - «<Nonex

GENERAL LEAVE REQUESTS LEAVE CALENDAR TAKINGS LIST AUDITS

I D — ———

ELIGIBILITY & LEAVE TYPES

= Case Summary
=+ Additional Information
Eligibilty & Leave
+
Types Leave Start Date 3/20/2014
=+ Documents Leave End Date  =<None= Initial Leave Request Date 3/20/2014
=+ Document Status
= Freguency & Duration
=+ MNotifications. m
-+ Employment Status Employee is eligible for the following Leave Type(s) as of Leave Start Date:
+ .
Leave Rules * Leave Balances as of 37312014 i
Pommetere
Usein
this Paid Leave Type Committed Hours: Available Balance
Leave
Case
r LV - Annual 0:00 330:35
r LV - Comp 0:00 0:00
- LV - Excess Annual 0:00 0:00
r LV - Leave Without Pay 0:00 9999:00
v LV - Long Leave Without Pay 0:00 9999:00
r LV - Sick 0:00 556:50

NOTE: If LV —Long Leave Without Pay is selected with other leave types that have a balance, only
the other types will be used. Since LV-Long Leave Without Pay will NOT be used, it should be
unchecked.

But, if LV — Long Leave Without Pay is selected with other leave types that DO NOT have a balance,
then only LV — Long Leave Without Pay will be used.

Non-FMLA Long Leave Without Pay

If an employee has been on leave without pay that is not related to an FMLA case for 19 consecutive
days, there is no leave case to be opened in eSTART. From the employee’s timecard, select the
ULLWP-Tracking pay code for tracking purposes only.
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Military Leave

Military Leave does not cascade through the leave types. Since all paid leave types are selected by
default, any that are not to be used must be unselected.

NOTE: If more than one paid leave type remains selected, ALL selected types will be used. That
is, the employee will be erroneously charged time from each selected type.

For example, two paid types are selected in the screen shot below.

Eligibility Requirements have been bypassed. L] =
* Leave Balances as of E Bype : Che
Use
E:;:llrz Paid Leave Typs Committed Hours Available Balance
Caze
W] L' - Annual Leave Non FMLA 0:00 142:40
O L' - Comp Time Mon FMLA 0:00 0:00
| L\ - Excess Annual Mon FMLA 0:00 24:00
O L'/ - Holiday Non FMLA 0:00 &:00
|:| LW - Long Military Leave Without Pay 0:00 5999:00
|:| LY - Military Leave Without Pay 0:00 5999:00
| L\ - Personal Mon FMLA 0:00 &:00
M L' - Sick Mon FhLA 0:00 93:05
|:| Military Leave - Federal 0:00 16500

The result of selecting two paid leave type codes above is that all selected types will be charged. In
the screen shot below, the codes in blue text indicate the time that will be charged from each type. This
employee would be charged twice in error.

GENERAL LEAVE REQUESTS LEAVE CALENDAR TAKINGS LIST AUDITS

S Uy S— ) B

Time Period |Range of Dates ] [siozois | 28 [szer0is i =

View Width ®) week ) Month () Multiple Months

o o~ Sun Mon Tue Wed Thu Fri
1 12 13 14
MILFED 2:00 MILFED 2:00 MILFED 2:00 MILFED 2:00
LWVAMIL &:00 LWVAMIL &:00 LVAMIL 8:00 LWVAMIL 8:00

SKNFML 3:00 SKNFML 5:00 SKNFML 5:00 SKNFML 8:00

16 20 2
M MILFED 8:00
fu LVAMIL 8:00
SKNFML 2:00 SKNFML 8:00 SKNFML 8:00
23 24 25 26 27 28
MILFED 8:00 MILFED £:00 MILFED 8:00 MILFED £:00
LVAMIL £:00 LVAMIL £:00 LVAMIL 8:00 LVAMIL 5:00

SKNFML 3:00 SKNFML 3:00 SKNFML 8:15 MILDTY S:00 MILDTY 8:00
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The correct way to do this is to use only one type. In the following example, LV-Long Military Leave
Without Pay will be used. All other paid leave types must be unchecked. The Military Duty Leave
Tracking code is an unpaid leave type and must remain selected. For each military case, one paid leave
type and one unpaid leave type must be seleted.

Eligibility Requirements have been bypassed. g =
* Leave Balances as of & "Bypass Eligibility Check = |
Use
Ii_netarliz Paid Leave Type Committed Hours Available Balance
Case
O LW - Annual Leave Non FMLA 0:00 149:10
O L\ - Comp Time Mon FMLA 0:00 0:00
O LV - Excess Annual Mon FMLA 0:00 24:00
O LV - Holiday Mon FMLA 0:00 5:00
E| LY - Long Military Leawve Without Pay 0:00 5999:00
|:| LY - Military Leave Without Pay 0:00 5999:00
O LW - Personal Non FMLA 0:00 3:00
O L - Sick Mon FMLA 0:00 102:25
O Military Leave - Federal 0:00 1658:00
Use
Ii_ne:ﬂz Unpaid Leave Type Committed Hours Available Balance
Case
E| Military Duty Leave Tracking 0:00 5999:00

Once takings have been projected, the calendar displays with leave time charged only to one paid leave
type. This is correct. The time can now be committed to the timecard.

NOTE: If any projected, uncommitted time is in the calendar when a leave type is changed, the
projected, uncommitted time will be changed to the new leave type. Committed time will not be
changed.

GENERAL LEAVE REQUESTS LEAVE CALENDAR TAKINGS LIST AUDITS
NSNS SNSNSUY SUSU— S s
Time Period [Range of Dates v] [snozo1s | e [arar015 = ﬁ
View Width ® week O month ) Multiple Months
= o~ Sun Mon Tue Wed Thu Fri
10 1 12 13 14
MILFED First Day | MILFED £:00 MILFED :00 MILFED g:00 MILFED £-00

LMLWOP 8:00 LMLWOP 2:00 LMLWOP £:00 LMLWOP 2:00
16 17 18 19 20 al
MILFED £2:00 MILFED 2:00 MILFED £:00
Aug LMLWOP 2:00 LMLWOP £:00 LMLWOP 2:00
23 24 25 26 2 28
MILFED £:00 MILFED &:00 D MILFED 2:00 MILFED &:00

LMLWOP 8:00 LMLWOP 8:00 LMLWOP 2:00
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Generating Leave Reports

Purpose

Employee leave information is available in several different leave reports. You can generate leave reports
on a daily, weekly, or pay-period basis, or any time you need information to accomplish your business tasks.
For example, you can run the Leave Hours Detail report to review the types of leave hours for each shift
that has been committed to an employee’s timecard.

Example
You want to review Sandy Stamp’s leave hours for each shift since she began her leave of absence on
December 15, Generate the Leave Hours Detail report to view this information.

1 In the Related Items pane, click =<
the arrow to expand the pane, v I
and select Reports Manager. W

|:/ Manage My Requests
|:/ My Inbox

|:/ My Views

|:/ Pay Period Close

|:/ QuickFind

|:/ Reconcile Timecard
|:/ Reports Manager ]
|:/ Schedule Editor

|:/ Setup

Temporary Delegation

Work and Absence Summary

2 On the Select Report tab, click

the plus sign (1) next to Leave o | [l e TR
expand the category. Reports Manager -
ﬁ’ Back to Reports Manager

REPORTS

SELECT REPDRTS CHECK REPORT STATUS

———
Create Favorite Duplicate Favorite | Delete Favorite

+ Al

+ Accruals
+ Biomelrics
Detail Genie
OLeave
+ Rol-Up Genie

+ Scheduler

+ Timecard
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Steps

SELECT REPORTS

CHECK REPORT STATUS

+ Al
+ Accruals
+ Biometrics
+ Detall Genie
- Leave
Leave Hours Detail
Leave Hours Summary
Leave Hours Summary (Excel)

+ Roll-Up Genie

il

LEAVE HOURS DETAIL

Description
People

Time Period

‘Output Format

Displays leave hours details by employee.

| Previously Selected Employee(s) v|
Next Pay Period ~
Adobe Acrobat Document( pdf) v

3 Select the Leave Hours Detail
report. - leave
[Lea\r& Hours Detail]
Leave Hours Summary
Leave Hours Summary {Excel)
4 From the People drop-down list,
select the group of employees SELECT REPORTS | CHECK REPORT STATUS
whose leave hours you want to un Report ||| Refreh |
view.
U U T UR———
+ Al
+ Accruals
LEAVE HOURS DETAIL
+ Biometrics
+ Detail Genie
_ Leave Description Displays leave hours details by employee,
Leave Hours Detail People |.r' iously Selected Empl v|
Leave Hours Summary Time Period | Next Pay Period Vl
Leave Hours Summary {Excel)
+ Roll-Up Genie Output Format [ Adobe Acrobat D t.pdf) |
5 l_:rom the Tlme_Perlod fjrop-down REPORTS
list, select the time period, or
select Range of Dates and enter TATUS
a 30-day time span using today’s
date for the start date.
LEAYE HOURS DETAIL
Description Displays leave hours details by employee.
People A1l Home v =
Cime Period Range of Dates 1201203 G |oznemote] | GH )
Output Format | sgobe Scrobst Document! pof) ¥
6 Click Run Report.
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7 You are redirected to the Check
Report Status tab.

Review information in the Status

REPORTS

SELECT REPORTS CHECK REPORT STATUS

RTs___CHECKRE?
SRR (U, N—

column. Report Name Format Dateln % Status
C||Ck Refres h Status . Leawe Hours Detail facdf 1221201 4 6:22PM Waiting
Wait until Complete displays in REPORTS
the Status column.
SELECT REPORTS CHECK REPDRT STATUS
(FPRSTESISCIEOES.
Repart Mame Format Dateln  © Status
Leave Hours Detail pdlf 1I2202014 6:22PM complete
]
. . l
8 To view the report, click the report
Lo . REPORTS
name and select View Report.
(Sample leave reports display in CHECK REPORT STATUS
the following section.)
Repart Mame Format Dateln % Status
Leawve Hours Detail pcif 102202014 6:22FM Complete

9 (Optional) To print the report, click
the print icon on the floating menu
bar.
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Sample Leave Reports
Leave Hours Detail

The Leave Hours Detail report lists detailed leave information for employees with open or closed leave

cases for the requested time period.

Use the Leave Hours Detail report when you want to view leave information included in the Leave Cases

View and the Leave Hours View, in one convenient report.

The report is sorted alphabetically by employee and includes (but is not limited to):

e Leave Case Status

e Leave Type

e Leave Type Amount
e |Leave Category

e Leave Reason

¢ Committed Hours

e Additional Information

The following illustration is an example of the Leave Hours Detail report.

Leave Hours Detail Executed on: 1/22/2014 5:22PM GMT-06:00
Printed for: JohnA Manager!
Time Period: 1200172013 - 21142014
Quary: All Home
Leave Case Leave Leave Case Leave Leave Case Initial Leave Leave Start Leave End Latest Committed Latest Committed
Status Category Reason Frequency Code Request Date Date Date Date/Paid Leave Date/Unpaid Leave
Stamp1, SandyA 1D: 10401
Open Family Family - Parent Intermittent FPARNT  1/22/2014 12/1/2013 2/5/2014 2/5/2014
Day Date Indicator Leave Time Amount Leave Type Committed Hours Additional Information
Rule: Family - Serious Health Condition as of 12/1/2013
Sun 12/1/2013 First Day
Mon 121272013 8:00 LV - Sick 8:00
FMLA Family - 8:00
Serious Health
Condition
Wed 2i5/2014 4:00 LV - Sick 4:00
FMLA Family - 4:00
Serious Health
Condition
Leave Case Totals for Selected Time Period
Leave Type Total Committed Hours
LV - Sick 12:00
FMLA Family - Serious Health 12:00
Committed Leave Time: 12:00
Total Number of Employees: 1
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Leave Hours Summary

The Leave Hours Summary report lists, for each employee, all open or closed leave cases in the
requested time period, as well as any requested leave cases in the requested time period.

Use the Leave Hours Summary report to itemize and record total committed hours in a specified time
period.

The report is sorted alphabetically by employee and includes (but is not limited to):
e Leave Case Status
e |Leave Category
e Leave Reason
e Total Committed Continuous Hours
e Total Committed Intermittent Hours

The following illustration is an example of the Leave Hours Summary report.

Leave m &mf Executed on: 1232014 3:35PM GMT-05:00
Printed for: Superliser
Time Period: 120012013 - 2152014
Csery: Al Horme
Leave Case Status Leave Category Leave Case Leave Frequency Leave Case  Initial Leave  Leave Start Date Leave End  Total G r Total C: Total Ci o Total Commitied
Reason Code Request Date Date Paid Hours. Unpaid Hours Conti Hours I Hours
Stamp1, SandyA ID: 10401
Open Family Family - Parent Intermittent FPARNT 222014 12172013 12:00 12:00 0:00 12:00
Total: 12:00 12:00 0:00 12:00
Stamp1, SandyB D 20401
Open Family Family - Parent Intermittent FPARNT 12212014 12172013 8:00 8:00 0:00 8:00
Total: 8:00 8:00 0:00 800
Stamp1, SandyC ID: 30401
Open Famity Family - Parent Intermittent FPARNT 222014 12172013 8:00 &.00 0:00 8:00
Total: 8:00 8:00 0:00 800
Stamp1, SandyD ID: 40401
Open Family Family - Parent Intermittent FPARNT 12212014 12172013 0:00 000 0:00 0:00
Total: 0:00 0:00 0:00 0:00
Stamp1, SandyE ID: 50401
Open Family Family - Parent Intermittent FPARNT 1222014 12172013 8:00 8:00 0:00 8:00
Total: &:00 8:00 0:00 800
Total Number of Employees: 10
Stamp1. SandyA ID: 10401
Open Family Family - Parent Intermittent FPARNT 12272014 121172013 12:00 12:00 0:00 12:00
Total: 12:00 12:00 0:00 12:00
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Leave Hours Summary (Excel)

The options and report content in the Leave Hours Summary (Excel) report are the same as the Leave
Hours Summary report.

Use the Leave Hours Summary (Excel) report if you plan to export the results to Excel for further sorting
and analysis.

The following illustration is an example of the Leave Hours Summary (Excel) report.

Leave Hours Summary (Excel)
Time Period: 12/01/2013 - 2/15/2014
Query: All Home

Executed on: 1/23/2014 3:59PM GMT-05:00
Printed for: SuperUser

Mame ID: Leave Case Leave Category Leave Case Reason Leave Leave Case  Initial Leave  Leave Start  Leave End Date  Total Committed  Total Committed Total Total
Status Frequency Code Request Date Date Paid Hours Unpaid Hours ~ Committed  Committed

Continuous  Intermitient

Hours Hours.

Punch1, PennyA 10201 Open Self Birth Continsous ~ FBABY U204 122213 1312014 0:00 0:00 0:00 0:00
Punch1, PennyB 20201  Open Family Family - Parent Imtermittent  FPARNT 212014 12172013 0:00 0:00 0:00 00
Punch1, PennyC 30201  Open Family Family - Parent Imtermittent  FPARNT A21z04 12172013 0:00 0:00 0:00 00
Punch1, PennyD 40201  Open Family Family - Parent Imtermittent  FPARNT 212014 12172013 0:00 0:00 0:00 00
Punch1, PennyE 50201 Open Family Family - Parent Intermittent  FPARNT U204 12172013 0:00 0:00 0:00 0:00
Stamp1, SandyA 10401 Open Family Family - Parent Intermittent  FPARNT A2212014 12172013 12:00 12:00 0:00 12:00
Stampi, SandyE 20401 Open Family Family - Parent Intermittent  FPARNT 2212014 12172013 B8:00 B:00 0:00 £:00
Stamp1, SandyC 30401 Open Family Family - Parent Imtermittent  FPARNT 2212014 12172013 B:00 8:00 0:00 &00
Stamp1, SandyD 40401 Open Family Family - Parent Intermittent  FPARNT 12212014 121172013 0:00 0:00 0:00 0:00
Stamp1, SandyE 50401 Open Family Family - Parent Intermittent  FPARNT A2212014 12172013 B8:00 B:00 0:00 £:00

Other available reports are:

e Employee Leave Document Due Dates - displays leave document due dates by employee.

e Leave Task List — displays a list of notifications in order of notification date.

e Leave Trends — shows trends in employee leave time for continuous and intermittent leave
cases, including charts and graphs.
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NOTES
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